








INDEX 


Adaptability—-Mark of a good 
secretary, 10 F 
Advertising secretary 
22 M 
Aerojet—General Secretary, 155 
Age of specialization, The, 29 M 
Air travel, 20, 23 May 
Aircraft secretary, 155 
All about you (survey of To- 
day’s Secretary readers) 168 
Allen, Steve (television star), 
118 
American associations, Encyclo- 
pedia of, 12 F 
American Management Associa- 
tion’s management informa- 
tion service, 2 M 
Andrew, Jane, ‘Petronilla, 18 N 
Application photos, 58 A 
Appointment with Today’s Sec- 
retary, 
Bobbitt, Barbara (Indianap- 
olis), 15, 20, 33-37 A 
Underhill, Ginie 
mond), 11, 25-33 N 
Architectural terms n Gregg 
Simplified, 16 May 
Are you shelf-conscious? 23 F 
Around the world in my posture 
chair, 38 O 
Art of being a good copycat, The, 
19 J 
Art of making friends, The, 15 J 
Ashton, Dorothy 
It's time for lunch, 51 F 
Ask the experts, 6-8, S: 6, 8, 54 
O; 6,68N;5.6D;:;47:4,6F 
1-6, 54 M; 4-6, 63 A; 6-8 May; 
1-6 Ju 
Atomic-energu terms n Gregg 
Simplified, 33 D 
Automation and you, 23 M 
Automotive terms in Gregg Sim- 


plified, 22 N 


11 N, 


(Rich- 


Awards, 
300kkeeping, 43, 44 F; 45 M; 
international contest, 43 A 


Filing, 38 S: 43, 44 F: 43 A 

Shorthand, OGA, 37 S: 41 O 
34 D: 45 M; 43 A; 37 May 
Speed, 37 S: 41 0: 43 N 10) 
J 13, 44 F: 45 M: Theory, 
110: 40 Ju 

Transcription, 37 8; 41 O; 43 
144N:40J; 43,44 F 

Typewriting, CT, 38 S: 42 O 
144 N: 43, 44 F: 45 M: 43, 44 


A; OAT, 38S; 420; 40 J; 43 
44 F:; 45 M;: 43 A; TAT, 44 
N; 43, 44 A tiles, 43, 44 A 


Banking terms in Gregg Simpli- 
fied, 16 J 

Barber, A. W.., 
What makes a good secretary, 
9 A 

Basic Principles of Parliamen- 
tary Law and Protocol, 4 O 

Basics for beauty, 34 J 

Battle, John Stuart (former Gov- 
ernor of Virginia), 13 N 

Baxter, Jane (secretary and 
manager of Painted Pony 
tanch), 43 May 

Be habitually neat, 48 N 

Beauty: custom-made, 32 J 

sJeauty Buys, 46 S, 60 N, 62 F, 
61 A, 56 Ju 

seauty is as beauty does, 32 N 

Bedford, Laura C 
Leather terms in Gregg Sim- 

plified, 38 M 

Berger, Norman (secretary, 
Grey Advertising), 26 F 

Bibliography of reference books, 
24,50 F 

Big Scoop, The, 24 J 

Bi-lingual Secretary, 48 D 

Bird in hand, A, 50 N 

Blakeslee, Lee (girl with bosses 
by the dozen), 15S 

Bobbitt, Barbara (secretary-in- 
training at Indiana Business 
College, Indianapolis), chosen 
for Appointment with Today’s 
Secretary, 15, 20. 33-37 A 


Book reviews, 4S, 40,5 N, 48 D, 
45 J, 12 F, 64 M, 62 A, 56 May, 
9 Ju 

Boss Speaks Out, The 
Allied Van Lines and Chelsea 

Allied of New York, 5 May 
Dan River Mills, 9 A 
Dennison Manufacturing Com- 

pany, 9 N 
Graham Accounting and Sta- 

tistical Corporation, 10 O 
Houlton, William, & Asso- 

ciates, 2 D 
Manpower, Inc., 11 M 
Remington Rand, 98S 
Studebaker-Packard Corpora- 

tion, 10 F 
White Frost Chemical Com- 

pany, 7 J 

Bosses by the dozen, 158 

Brandillo, A, E, (director of 
New Orleans Chamber of Com- 
merce), 27 O 

Braverman, Doris (secretary to 
Steve Allen), 118 

British secretary vs 
2D 

Broker's secretary, 18 M 

Bruckner, Ray 
Strategy, 42 M 
The Gimmick, 218 

Bruner, Ruth, 

Have typewriter .... will 
travel! 25 May 

Burke, Michael (executive di- 
rector, Ringling Brothers cir- 
cus), 14, 50 M 

Burns, Loyd, 

Rainy day, 25 A 

Business and Professional Wom- 
en's Club, 45 M 

Business English 
A or an F.H.A,. note? 5 M 
Abbreviations, 6 S, 6 O, 14 N, 
6 D 
Address for professor emeri 
tus, 4 M 
Adjectives, 14 J, 6 M, 8 May 
Adverbs, 14 J 
Affect and effect,6 A 
All of or all the? 7 May 
An ora”? 5M 
Andord? 5A 
Antecedents, 22 May 

‘apitalization, 26 M 

*hoice of words, 18 O: 4,14 J 

6 F; 5, 6, 26 M: 5, 27 A 

22 May 
College outline n Business 

English (Leedy), 12 F 
Colon and question mark to 

gether? 6 May 
Comma between route and box 

number? 63 N 

Comma with complimentary 


American, 


close? 4 A 

Common and proper nouns 
26 M 

Company, singular o1 plural 
6M 


Complimentary closing for 
letter to a personal a quaint- 
ance, 4 J 

Correct usage, 5 M, 27 A. 7 
May 

Correct verb, 8O;14N:4J: 6, 
54 M; 22 May 

Date-month-year permissibl 
6A 

Days and months, 10 D 

Definitions, 14 S, 14 N, 10 D 
14 J, 18 F, 26 M, 27 A, 22 May 

Dictionaries, 5 N, 62 A 

Division or divisional”? 6 M 

Division of words, 14S, 60 

Double punctuation—colon 
and question mark, 6 May 

Effect and affect, 6 A 

er, or, ar,5,6D 

-er or -re, 18 F 

Fish, singular or plural? 4 F 

Foreign expressions, 10 D 

Gender, 14 J 

However, should not begin 
sentence, 6 F 

“H. S.,"" Meaning of, 6 D 


TODAY'S SECRE 


TODAY’S SECRETARY 
September, 1956—June, 1957 


Business English (continued) 

Hyphens, 10 D 

In or un? 18 F 

Incomplete and uncompleted, 
iF 

Is or are? 4J,6,54M 

L, double or single? 10 D 

Letters of appreciation, 4 5; 
57 N; congratulation, 4 5, 16 
N;: refusal, 16 N; sympathy, 
16 N; “thank you,”’ 16 N 

Negatives, 148 

New words and phrases, 62 A 

Nouns, 14 J, 4 F;: 6, 26 M 

Nouns as adjectives, 6 M 

Organization or organization 
al? 6M 

Paragraphing, 6 D 

Participial-phrase letter clos- 
ings, 6 O 

Per cent, when to use sign, 85S 

Photostat or photostatic 
8 May 

Phrases, 62 A, 22 May 

Plural or singular nouns? 4 F, 
6 M 

Plural or singular verb? 4 J; 
6, 54 M 

Prefixes, 18 O, 6 D, 18 F 

Presumably and presumedly, 
6 F 

Pronouns, 14 N, 26 M, 22 May 

Pronunciation, 10 D,5 A 

Punctuation, 7 S, 63 N, 4 A, 


6 May 

Question mark with colon, 6 
May 

‘‘Re"’ prefix, When to hyphen 
6D 


Route, How to pronounce, 5 A 
Salutation to a mixed board of 
directors, 48 May; to a per 

sonal acquaintance, 4 J 
Should and would, 8 O 
Singular or plural noun? 4 F 


6M 

Singular or plural verb, 4 J; 6 
54 M 

Sir or Mr 7 May 


Spelling, 148: 180: 14N; 5, 10 
D;: 14J:; 18 F; 26 M; 27 A 
22 May 

Suffixes, 5.6 D:; 18 F 

Superfluous words, 148 

Tense of verbs, 14 N 

Title distinctions, 8 O 

Verb forms, 8 O; 14N;:4J:6 
54 M; 22 May 

Who or whom? 26 M 

Writer's name or “‘the writ 
er in a business letter, 5 M 

Wizardry of Words, 56 May 

susiness girl basics, 34, 35 A 

Training College 
(Pittsburgh, Pa.) training en 
gineering secretaries, 2 O 

Business-vocabulary matchups 

14 (55) J 

sutner, Kay, 

Age of specialization, 29 M 

Art of making friends, 15 J 

Diplomatic touch, 178 

For beginners only, 15 N 

How to ask for a raise, 21 F 
I like my boss, brut 11D 

Problem of the older en 
ployee, 23 O 

Time for a change, 11 Ju 

Vacations can be fun, 21 May 

Value of education, 11 A 

sutterick patterns, 30, 31S 

Calling professional secre 

taries,’"’ 2 M 


>usiness 


Capital versus small letter, 26 
M (54) 

Career-girl classics, 34, 35 F 

‘areer-Minded Clothes, 30 F 

‘arr, Jean (Jonathan Logan d« 
signer), 19S 

Cartoons and spots, 6, 8, 27, 28S: 
6, 8. (Lubko) 55 O: 6, 49 N 
1.16. 6 D: 4. @ Z 1, 6, 43 
(Townsend) 58 F: 4,6 M: 4.6 
56A; 6, 8, 45, 51 May: 4, 5, 6, 
60 Ju 


a 
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Code: 
Che capitals after page num- 
bers refer to month of issue. 
Shorthand entries are itali- 
cized. 





Cavallina, Irene (office manager 
of Panda Prints and secretary 
to Rosalind Welcher and Fred 
Slavic), 7 D 

Certificate of vocational compe 
tency, The, May 37 

Certificates and pin awards, 37, 
38 S; 41, 42 O; 44 N; 34D; 45, 
16 M; 37, 38 May; see also 
Awards 

Certified Professional Secre- 
taries (CPS), 45 M 

Certified Professional Secre 
taries'’ institute, 53 O 

Chamber of Commerce secre 
tary, 27 O 

Changing doubles, 26 (54) M 

Characteristics of good notes, 
39 J 

Charney, 
Jonathan Logan's 
Schwartz), 185 

Chemical company secretary, 7 J 

Christmas with castanets, 37 D 

Circus secretaries, 13, 50 M 

Civil Service secretary, 20 M 

Clock watchers, 30, 31 S 

Clothes with a double life 26 
283 N 

Competent typist speed tests, 
10 S. 44 O, 46 N, 38 D, 42 J, 
16 F, 48 M, 46 A, 40 May, 46 Ju 

Concerning days and months 
10 (40) D 

Contests, 1, 34 D; 2A 

Contracts, 6 A, 6 May 

Cook, Helen E 
Architectural terms in Gregg 

Simplified, 16 May 
Correction, please, 20 N 
Correspondence 
Announcements, 48 
Bread-and-butter letters, 16 N 
Common Sense in Lette 
Writing, 4 O 

Condolences, 16 N 

Congratulations, 45, 16 N 

Dating letters, 6, 63 A 

Good-will builders, 57 N 

How to Write Impressive Let 
ters, 64 M 

Introductions, 4S 

Invitations, 48 

Letter Perfect (Dictaphone 
Corporation), 64 M 

Letter styles, 8 O 

Letter-writing advice, 4S; 16 
57 N: 64M; 62 A 

Notes to Dictators (Sound 
Scriber), 62 A 

Paragraphing, 6 D 

Participial-phrase closings, 6 
{) 


Evelyn (secretary to 
David 


Salutations for personal-busi 
ness letters, 4 J 
Social-business letters, 16 N 
Social correspondence, 4 8 
Thank-you's, 4 8S: 16, 57 N 
Third person form O.K.? 5 M 
See also Business English and 
Typewriters and Typing 
CT certificates.-see Awards and 
Competent typist speed tests 
Curling cues for a smart set 
32 S 


Da Costa, Marjorie, 

Psychology terms in Gregg 

Simplified, 22 O 
Damages recoverable, 4 F 
Data about diamonds, 21 Ju 
Dateline: Hollywood, 24 O 
DeLaval, Dorothy 

Seniority, 51 M 
Demane, Vincent, 

To keep or not to kee p, 49 F 
Dictation A la carte, 21 J 
Dimmick, Maria 

Jump in, giris the pool is 

fine! 19 D 

Secretary 

May 
Dip up the compliments, 51 A 
Diplomatic touch, The, 178 
Discharges, reason for, 2 M 
Doctor's secretary, 19 M 


Western style, 43 


61 








Dodd, Tom 
The ‘‘Don't care”’ 
11M 
Don't care” attitude, The, 11M 
Down the home stretch, 43 F 
Dreyfack, Raymond, 
Miss Murphy and the serpent, 
31 F 
Duarte, H. D., 
What makes a secretary pro- 
fessional? 10 O 
Dutton, James, 
Atomic-energy terms in Gregg 
Simplified, 33 D 


attitude, 


Phsy does it, 39 Ju 
Easy Way, The, 24 Ju 
Editorial secretary, 20 M 
Efficiency starts at your desk 
19 F 
Embezzlement controls, 48 
Engineering-office secretary, 15 
Ss 
Engineering secretaries’ train 
ing, 20 
Englebardt, Stanley, 
Secretary in six languages, 
277 O 
Enterprise, Inc., 25 F 
Esterbrook Pen Company's na 
tional Gregg Shorthand con 
test, 1 D 
Evans, Evelyn, 
Efficiency starts at your desk, 
19 F 
Filing can be fun! 23 A 
Five o'clock sparkle, 17 
Quiet, please !'! 27 M 
Every day is ‘‘rent’’ day, 30 M 
Executive Furniture Guild of 
America contest for secre- 
taries, 2 A 
Experience, please! 24 
Explorer's secretary, 15 F 
Extra Ounce, The, 26 May 


J 


A"! 


Fatt, Arthur C. (president, Grey 
Advertising), 26 F 
File and forget, 56 S, 56 O, 64 N, 
56 J, 64 F, 64 A, 60 Ju 
Filing, 5 N, 5 D, 18 J, 49 F, 58 
M, 4, 6, 23 A, 6 May 
Filing can be fun! 23 A 
Filing problems, 49 F 
Financial secretary, 18 M 
Five o'clock sparkle, 17 J 
Flash reading, 26 S, 28 O, 48 N, 
18 D, 28 J, 30 F, 44 M, 22 A, 
26 May, 39 Ju 
Flaum, Doloryes (secretarial 
supervisor, Grey Advertising 
Agency), 26 F 
Fly through the air, 20, 23 May 
Follow-up files, 5 D 
Food engineering terms in 
Gregg Simplified, 38 A 
For and about legal secretaries, 
61 N 
For beginners only? 15 N 
Foreign job possibilities, 25, 
53 May 
Four-o'clock sag,’’ 27 M 
French, Marilyn, 
10 ways to get along with 
your boss, 22 J 
Frosch, Adrienne, 
The art of being a good copy- 
cat, 19 J 


Gallop, Dr. George, 13 O 

Geographic filing problems, 6 
May 

Geographic 
14 (63) N 

Gimmick, The, 218 

Girl and an idea, A, 22S 

Girl of the Century, 13 May 

Girl with a dream, 15 A 

Girl with a future—the public 
stenographer, 16 D 

Good Looks section, 29-31 S, 29- 
31 O, 25-28 N, 25-27 D, 29-31 J, 
33-35 F, 33-35 M, 33-35 A. 27- 
29 May; 29-31 June; see also 
Fashion, Grooming 

Goss, Dr. Leonard J. (director 
of animal hospital at Bronx 
Zoo), 15 Ju 

Graded readings, 
Chapters 1-2, 26 S; 1-3, 30 F: 
1-4, 28 O, 44 M; 1-6, 48 N, 22 
A; 1-8, 18 D, 26 May; 1-10, 28 
J, 39 Ju 

Gramma: 


spelling demons, 


see Business English 


Grass is always greener, The, 
14M 
Gregg corrective slide, 37 5S, 41 
0, 40 D 
Gregori, Ruth, 
Basics for beauty, 34 J 
Grooming, 
Choosing the right clothes, 
37 M 
Complexion Q's and A's, 30 
May 
Dental kits, 36 S, 34 May 
Diedre beauty routine, 33 J 
Dresden look, 32 Ju 
Eye make-up. 28 D 
Facial make-up, 32 O, 33 J 
Hair—highlighting with color, 
36 F; setting, 32S 
Hairdos, 32 S, 36 A 
Lipstick, 33 O, 8 N, 32 Ju 
Make-up, 32 O, 32 Ju 
Manicur-ette, 32 May 
Pin curls, 328 
Powder, 33 O 
Rouge placement, 32 O 
Sun Bronze look, 32 Ju 
Wardrobe planning, 56 May 
Wearlon nylon dip, 33 May 
See also Beauty Buys 
Guarantee or Guaranty, M 4 
Gutiérrez-Najera, Marguerite, 
(secretary to A. E. Brandillo 
director, New Orleans Cham- 
ber of Commerce), 27 O 


Habley, Barbara, 
Handle with care, 28-31 A 
Your type is showing, 18 Ju 
Hale, Margaret, 
Experience, please! 248 
Handle with care, 28-31 A 
Have a successful new year! 
39 J 
Have typewriter... 
25 May 
Here are ‘‘ants”’ to begin with, 
18 (54) O 
Hiding place, 48 A 
Hill. Ann (secretary to A. W. 
Barber), 9A 
Hochstein, Rollie 
Girl of the Century, 13 May 
It's Christmas all through the 
year, 7 D 

9 to 5 at the zoo, 15 Ju 

She knows how you'll vote, 
13 O 

What's my line? 18S 
Hocking, R. H., 

Split-level secretary, 115 
Hodgini, Joe (secretary in legal 

department, Ringling Broth- 

ers), 14,50 M 
Hoffman, Jeanne (secretary to 

general programming execu- 

tive of National Broadcasting 

Company), 18 M 
Holof, Georgia Gray, 

My fair office lady, 27 Ju 
Holof, Robert, 

Import-exrport terms in Gregg 

Simplified, 22 F 
Home secretariat, 4S 
Hosk, Virginia, 

A matter of age, 52 F 
Houdini? Secretary or, 27 J 
Houlton, William, 

The secretary—American vs. 

British version, 2 D 
How to be the new girl, 24 M 
How to treat the new girl, 25 M 
How to write short notes for the 

boss, 16 N 
How well do you know your 

dictionary, 18 (58) F 
How would you translate it? 

10 (40) D 
How's your telephone etiquette? 

27S 
Howland, H. T., 

Automotive terms in Gregg 

Shorthand, 22 N 
Hudgins, Gerri, 
Beauty is as beauty does, 32 N 


will travel! 


Secretary with a double life, 
11 N 

Two lives with a single plan, 
29 N 


Huggard, Edith, 
Television troubles, 38 D 
Hugghart, Betty (secretary to 
the Chief of the Recruitment 
Branch of the U.S. Depart- 
ment of State), 20 M 


TODAY’S SECRI 


‘IT like my boss, but ..."°11 D 

I set my sail for shorthand, 37 J 

Ideal secretary, recipe for, 5 
May 

Import-export terms in Gregg 
Simplified, 22 F 

In" or ‘‘un,"’ 18 (58) F 

Indeed, there's a difference! 10 
(40) D 

Indexing and filing compound 
geographic names, 6 May 

Information and unusual serv- 
ices, (directory), 48 

International Co-operation Ad- 
ministration jobs, 53 May 

Is it ‘‘-er’’ or ‘‘-re’’? 18 (58) F 

Is it ‘for,’ ‘‘fore,’’ or ‘‘Four’’? 
18 (54) O 

Is it ‘“‘who"’ or ‘‘whom’’? 26 
(54) M 

It isn't all study, 20 A 

It’s all inthe mind, 23 N 

It's all in the practice, 21 D 

It’s Christmas all through the 
year, 7 D 

It's time for lunch, 51 F 


James, Frances, 
bird in hand, A, 50 N 
Jay, Elizabeth 
A touch of diplomacy, 26 F 
Bosses by the dozen, 1585 
Dictation A la carte, 21 J 
Scholarships for the secretary 
of tomorrow, 49 N 
Job hunting tips, 15 N, 57, 58 A 
Job performance analyzed, 17 J 
Johnson, Loraine, C.P.5., 
Never a dull moment, 44 J 
Johnston, Maud (secretary to 
J. D. Silberman), 7 J 
Jollon, Mary 
Automation and you, 23 M 
Correction, please, 20 N 
Girl, A, and an idea, 228 
Girl with a dream, 15 A 
Girl with a future—the public 
stenographer, 16 D 
Office head lines, 36 A 
Part-time secretaries, full- 
time value, 19 O 
Siesta in Mexico, A, 12 J 
Ski week in Canada, A, 13 J 
Take a tour, 17 May 
Temples, tombs, and type- 
writers, 15 F ' 
Jump in, girls . . the pool is 
fine! 19 D 


Kauzer, Dr. Adelaide, 

Along the Santa Fe trail, 40 
May 

Work and leisure, 44 O 

Key to OGA marking, 34 D 

Keys to Etiquette for the Busi- 
ness Girl, 64 M 

Kooker, Mildred (secretary to 
Stanley Slotkin, head of Ab- 
bey Rents), 30 M 

Kress, Dorothy Ann (secretary 
to the manager of Bayway Re- 
finery of Esso Standard Oil 
Company), 22 M 


Law, 4, 6,88; 4.80;6N; 4d; 
4, 6,12 F; 4M; 64; 6, 7 May 

Leather terms in Gregg Simpli- 
fied, 38 M 

Legal secretaries, 61 N; 21, 45 
M; 2 May 

Let color go to your head, 36 F 

Letter writing, 4 S: 4, 6, 8 O; 
16, 57 N; 6 D; 4 J; 5, 64 M; 
62 A 

Liability for falsehoods, 4 J 

Life on Capitol Hill, 200 

Logan, Mary (secretary in Phil- 
adelphia branch office of Cook 
& Son, Inc.), 21 M 

Loring, Helen (supervisor of 
the 20th Century Limited 
hostesses), 14 May 

Losses through frauds, 12 F 


Macrae, Duncan 
Adaptability—Mark of a good 
secretary, 10 F 


‘Male stenographers, 4 J 


Markey, Alan, 
Something for the birds, 35 
May 
Markley, Mary, 
Christmas with castanets, 37 D 
Every day is “rent”? day, 30 M 
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Martier-Raymond, 
No white elephants in your 
closet! 36 M 

Masculine or feminine? 14 (55) J 

Matter of age, A, 52 F 

Matthews, Lisa, 
Enterprise, Inc., 25 F 

Medical secretary, 48 D, 19 M 

Meyer, Erma (secretary to 
Lloyd Morgan, manager of 
Ringling Brothers and Bar- 
num & Bailey circus), 13 M 

Mind your business, 28 O 

Miss Murphy and the serpent, 
31 F 

Modern boss needs super-secre- 
tary, 9S 

Moving Made Easier, 62 A 

Murphy, Sheila (secretary-host- 
ess on the 20th Century Lim- 
ited), 138 May 

Museum curator’s secretary, 18 
M 

My fair office lady, 27 Ju 


National Association of Legal 
Secretaries, 61 N, 45 M, 2 May 

National Legal Secretary of the 
Year, 2 May 

National Secretaries Associa- 
tion, 2S; 53 O; 2, 45 M; schol- 
arships, 49 N; survey on 

peeves,”’ 22 J 

Never a dull moment, 44 J 

Niedenthal, Leone (department- 
store secretary), 19 M 

9 to 5 at the zoo, 15 Ju 

No white elephants in your clos- 

Noise control, 27, 28 M, (B. F. 
Goodrich sponge rubber, 
Owens Corning fiberglas), 59 
M 

Noyes, Marion, 
Are you shelf-conscious, 23 F 
Today’s Secretary goes to 

Life, 9 J 

Travel with ease, 23 May 


bosses’ 


OAT, see Order of Artistic Typ- 
ists 
OAT tests (junior and senior) 
39 S, 43 O, 45 N, 36 D, 41 J, 
45 F, 47 M, 45 A, 39 May, 48 Ju 
Offers binding if accepted be- 
fore withdrawn, 6 May 
Office equipment, processes, and 
supplies, 
Addressing machines, 28, 31 A 
Carbon sheets (Ditto Hi- 
Gloss) 53 A 
Cleaners: Waterless skin 
cleaner, 53 A; type cleaners, 
(Mighty-Kleen) 8 N; (Bud, 
Clar-O-Type, Dee-R-Tee, 
Faber, A. W., Kleen-Type, 
Morris, Ritz, Speed-Mo, 
Star, Typex), 18-20 Ju; 
type cleaner manufacturers 
(directory), 20 Ju 
Collators, 29 A 
Copyholders, (Cop-e-eez) 42 
S, (Speedwrite) 55 F 
Dictation machines: Audo- 
graph, 58 M; Edison Voice- 
writer secretarial, 46 J; 
Gray remote dictation-tran- 
scription equipment, 58 M; 
Peirce Secretary, 53 M; 
SoundScriber *‘*200,"" 42 S; 
Stenocord, 53 A 
Dixon experiments in pencil 
needs for duplicating, 34 
May 
Duplicating ink (Diagraphy, 
inkless), 46 J 
Duplicating process manufac- 
turers (directory), 54 J 
Duplicators: Azograph, 20 J; 
Chemograph, 20 J; Dial-a- 
matic auto-stat, 42 S; Dick, 
A. B., mimeograph, 20 J; 
Ditto offset duplicator, 19 J; 
gelatin duplicator, 19, 20 J; 
Heccokwik Cub, 55 F; Heyer 
Conqueror, 19 J; Hunter 


Cub photocopier, 55 F; 
“Printing press" for sten- 
cils, 55 May; Rex-Rotary, 
(D-280) 53 M, 54 May, (M-4) 
55 May; spirit duplicator, 
Verifax signet 


> me 2: 


copier, 55 F 














in 











Office equipment (continued) 

Electronic tabulating control, 
for new IBM typewriters, 
62 N 

Erasers (Eraserstik, Jet, 
Klenzo, Rubacore, Rush 
FybRglass, Softex, Van 
Dyke, Venus) 20, 21 N 

File guides, (Duofold ‘*Plus- 
Tab’’), 53 A 

File signals (Graf-Lok), 42S 

Folding machine (Print-O- 
Matic), 29 A 

Hectograph duplicating, 19, 
20 J; Spirit or gelatin type, 
20 J 

Holders: Labels (Hol-dex 
self-adhesive label holder), 
52 A: memos, 8 N; scratch 
pads, 4 D; telephones (Rest- 
a-phone), 52 A 


Indexes: Self-indexer guides, 
53 M;: telephone, (Bates) 32 
D, (Tel-a-redi) 4 D 

‘Integrated data processing, 
(film), 55 F 


Label makers (directory), 31A 

Labels: Carbon interleaved, 
29 A; ‘‘First-class mail en- 
closed,’’ 46 O, 4 D; “‘gim- 
mick,’’ 29 A: message, 29 A; 
Shipping (carbon-backed), 
29 A 


Lamps: Telephone, 46 J; ° 


typewriter, 46 O 

Letter openers, 30 A, 52 A 

Mailing machines, 29, 31 A 

Mastersets, black, for Ditto, 
53 A 

Matrix dispenser for Verifax 
signet coptlers, 55 F 

Mimeographing, 19, 20 J 

Moisteners, 30 A 

Offset duplicating, 20, 54 J 

Pencil sharpener (Boston- 
ette), 53 A 

Pencils: Chalk (Hand-gienic 
automatic), 4 D; Magic 
Marker, 4 D; magnetic pen- 
cil, 53 M 

Pencils right for duplicating 
processes, 34 May 

Pens: Cross, A. T., ball-point, 
52 A: Paper Mate ‘‘Capri’’ 
piggyback, 8 N 

PhonAudograph recording, 58 
M 

Photocopying, 42 S, 55 F 

Piggy bank, 8 N 

Postage meter, 30 A 

Reference books nee ded. 23 F 

Ribbon conditioner, 53 M 

Ribbons: Twin Pak Royal 
typewriter ribbon, 46 J 

Scales: Hanson post-office 
scale, 46 O; mail and parcel 
post, 30, 31 A 

Sealers, 30 A; MultiSealer, 
30, 31 A 

SecTray, 228 

Smith-Corona electric porta- 
ble, 4 D 

Stands Dictating machine 
(Luxco), 52 A; office ma- 
chines, 52 A 

Stencil correcting equipment, 
(fluid) 55 F; (X-acto knives) 
35 May; ‘‘pop-out"’ repairs, 
5 D 





Stencil duplicating, 19, 20 J; 
28, 29 A 
“*Sten-O-Aide,’’ 53 M 
Stik-tack, 55 F 
X-acto knives for correcting 
stencils, 35 May 

Office head lines, 36 A 

Office shopping center, 42 S, 
O, 8 N, 4 D, 46 J, 55 F, 53 
52 A, 34 May, 58 Ju 
See also Office Equipment 

Office short cuts 5 N 

OGA, see Order of Gregg Artists 

OGA Contest, announcement, 
34 D, 39 J, 43 F, 45 M: copy, 
34 D; prizes, 35 D, 39 J, 38 
May; report, 40 Ju; rules, 35 
D; winners: individuals, 40 
Ju; schools, 42 Ju; honorable 
mentions schoo! division (blue 
seal) 52 Ju, (gold seal) 44 Ju, 
(red seal) 44 Ju 


46 
M, 


OGA (penmanship) tests, 38 8; 
42 O: 44 N; 34, 40 D;: 40 J; 
44 F; 46 M; 44 A; 38 May; 
49 Ju; Contest copy, 34 D 
One or two M's? 14 (55) S 
Open letter to a “‘southpaw,”’ 
56 A 
Open letter to ten secretaries, 
9N 
Order of Artistic Typists (OAT), 
Awards, 38 S: 42 O; 40 J: 43 
44F; 45M: 43 A 

Tests, 39 S, 43 O, 45 N. 36 D, 
41 J, 45 F, 47 M, 45 A, 39 
May, 48 Ju 
Order of Business Efficiency 
(OBE), 41, 42 O; 44 N; 45 M 
Order of Gregg Artists (OGA), 
Awards, 37S, 41 O, 34 D, 45 M 
43 A, 37 May 

Tests, 38 S: 42 O;: 44 N; 34, 
40 D: 40 J; 44 F; 46 M; 44 
A; 38 May; 49 Ju 

Ottley, Margaret, 

Be file-wise, 18 D 

Be habitually neat, 48 N 

Career-minded clothes, 30 F 

Easy does it, 39 Ju 

Extra ounce, The, 26 May 

Grass is always greener, The, 
14M 

Mind your business, 28 O 

Plan now, succeed later, 26S 

“Thank you for calling . 
28 J 

You, too, can write! 22 A 


Parliamentary law, 4 O 
Parol contracts, 7 May 
Part-time secretaries, full-time 
value, 19 O 
Pasqualini, Francois, 
I set my sail for shorthand, 
37 J 
Passports to successful careers, 
37 S 
Pavlu, Roberta G., 
Hiding place, 48 A 
Roses for Miss Pitts, 23 D 
The big scoop, 24 J 
The taming of “Sergeant” 
Peterson, 41 F 
Pennie, Jeanne, 
Beauty: custom-made, 32 J 
Pepe, Philip S., 
Modern boss needs supersec- 
retary,9S 
Peppy, 46 A 
Personnel-office secretary, 15S 
Personnel touch, The, 
Age of specialization, 29 M 
Art of making friends, 15 J 
Diplomatic touch, 175 
For beginners only, 15 N 
How to ask for a raise, 21 F 
“T like my boss, but...’'11D 
Problem of the older em- 
ployee, 23 O 
Time for a change, 11 Ju 
Vacations can be fun, 21 May 
Value of education, 11 A 
Petronilla, 18 N 
Phillips, Dr. Wendell (presi- 
dent of the American Foun- 
dation for the Study of Man), 
15 F 
Phony definitions, 14 (63) N 
Pickled roquefort dip, 51 A 
Pin awards, 41, 42, 44 O; 44 N; 
45, 46 M 
Place, Irene, 
Your niche in business, 48 M 
Plant, Barbara (secretary-sales 
assistant to a securities bro- 
ker), 18 M 
Pointers on packing, 10 May 
Political scientist's secretary, 
13 O 
Positive versus negative atti- 
tudes, 43 A 
Power, Donald Clinton 
How's your telephone eti- 
quette? 278 
Practice makes perfect short- 
hand, 43 N 
Private Secretary and Her Job, 
48 D 
Problem of the older employee, 
The, 23 O 
Protocol, 40 
Psychology terms in Gregg Sim- 
plified, 220 
Public speaking, 64 M 


Public stenographer 1, 16, 48 D 
Rate chart, 17 D,2F 

Public stenography, 1, 16, 17 D, 
2F 

Publicity and how to gain it, 40 

Publishing secretary, 11 N 


Qualifications personified— Your 
career résumé, 58 A 

Qualified comments, 14 (55) J 

Quiet, please!!! 27 M 

Quinn, June (convention chair 
man of National Legal Secre- 
taries Association), 2 May 

Quinto, Rita (Jonathan Logan 
publicity director), 20S 


Rader, Charles, 
It's all in the mind, 23 N 
It's all in the practice, 21 D 

Radio secretary, 18 M 

Rainy day, 25 A 

Reading Improvement for 
Adults, 45 J 

Reading speed drills, 26 S, 28 
O, 48 N, 18 D, 28 J, 30 F, 44 
M, 22 A, 26 May, 39 Ju 

Recipes, 5, 13 N; 51, 63 F; 51 A 

Redeeming certified checks, 4 M 

Refund for gift, 8S 

Refusing to accept delivery not 
actionable, 8 O 

Rental company stenographer, 
30 M 

Resourcefulness—Acid test of a 
good secretary, 7 J 

Rifkin, Morris W. 
Open letter to a ‘‘southpaw,”’ 
56 A 

Rivenburgh, Raymond (custom 
clothes designer), 37 M 

Roache, Patricia (secretary to 
Edward K. Thompson), 9 J 
toad to Better Driving, 56 May 

Roses for Miss Pitts, 23 D 

Roy, Adele (secre tary to Sheilah 
Graham), 240 


Sail the seas, 19 May 
Salama, Eileen (secretary to Dr. 
Wendell Phillips), 15 F 
Same letters, different order, 
26 (54) M 
Sandwich fillings, 51, 63 F 
Schneider, Peter A, 
Open letter to ten secretaries, 
9N 
Scholarships for the secretary 
of tomorrow, 49 N 
School days for secretaries, 53 O 
Schramm, Jr., Louis 
Tact A basic ingredient, 
5 May 
Schwartz, David (chairman of 
board of Jonathan Logan), 
188 
Secretarial-course program at 
IBC, 16 A 
Secretarial practice 
Accident prevention, 50 J 
Addresses in carbon-copy no- 
tations? 6 F 
Addressing techniques, 28 A 
Appropriate dress, 6 N 
“Assistant Manager’’ and 
‘Assistant to the Manager,”’ 
8 O 
“Attention’’ indicia, 6 D 
Blind-carbon-copy notations, 
60,4J5,6A 
Businesses that offer best op- 
portunities for male ste- 
nographers, 4 J 
Callers, 78, 540,6F 
Carbon copies, listing names 
of recipients, 8S 
Carbon copies for people at 
same address, 6 May 
Carbon paper, What color? 
6 D 
Cleaning techniques, 18 Ju 
Clerical pool's duties, 8 May 
Company name in close of let- 
ter? 88S 
Copying handwritten mate- 
rial, 4 F 
Courtesy, 64 M 
Date all notes and memos, 6 S 
Desk arrangement, 20 F 
Drawer arrangement, 18 D 
Duplicating, 19, 20, 54 J; 28, 
29 A 
Envelopes—long or short? 8 O 
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Secretarial practice (continued) 
Erasing techniques, 20, 21 N 
Errors to be copied or not? 
4F 

Etiquette, 4J,6N,64M 

Fatigue prevention, 17, 18, 
50 J 

Gum chewing allowable? 4 J 

Handling calls, 7S 

How to ask for a raise, 21 F 

Introducing visitors, 54 O 

Introductions, proper form of 
63 A 

Invitations, handwritten or 
typewritten’? 858 

Letter placement problems, 
78 

Letters now allowabl« in 
package mail, 46 O, 4 D 

Mailing instruction, place- 
ment of, 75 

Mailing Memos, 5 N 

Meeting callers, 7 8, 6 F 

Mr. on ‘‘carbon-copy”™ nota- 
tions, 6 F 

Mr. or Mrs. on bank checks 
allowable? 4 F 

Notifying employer of visi 
tor’s arrival, 6 F 

Noting special instructions on 
letters, 75 

Office friendships, 15 J 

Office manners, 24, 25, 62, 63, 
64 M, 27 Ju 

Office short cuts, 5 N 

Opening personal mail, 4 A 

Opportunities, 2, 16-22 M—in 
Advertising, 22 M; Civil 
Service, 20 M; the fine arts, 
18 M; industry, 22 M; law, 
21 M; medicine, 19 M; pub- 
lishing, 20 M; radio, 18 M; 
retail stores, 19 M; stocks 
and securities, 18 M; tele- 
vision, 18 M; travel agen- 
cies, 21 M 

Protocol, 40 

Public stenographic rates 
17D,2F 

Receptionist's duties, 6 F 
Record storage, 49 F 


Salutation for several women, 


6M 

Screening the boss’ calls, 7, 
8S 

Second-page running head, 
6 D 


Secretarial requirements, 59 
F, 2, 16, 18, 19, 20, 24 M,9A 
“Secretary” what justifies 
the title? 5A 
Stencil addressing, 28 A 
Telephone technique, 7, 27 8 
5N 
Temporary office help, 25 F 
Title of dictator in signature 
of personal-business letters, 
5D 
Type cleaners, 18 Ju 
Secretary—American vs. British 
version, 2 D 
Secretary: Girl of the year, 
16 M 
Secretary—Western style, 43 
May 
Secretary in 
Abbey Rents office, 30 M 
Advertising, 11 N, 26 F, 22 M, 
9A 
Aerojet-General office, 15 S 
Chamber of Commerce, 27 O 
Chemical company, 7 J 
Circus, 13 M 
Civil Service, 20 M 
Dan River Mills, 9 A 
Department store, 19 M 
Engineering office, 15 S 
Fashions, 18 S 
Law office, 21 M 
Oil company, 22 M 
Panda Prints, 7 D 
Personnel office, 15S 
Publishing, 11 N 
tadio, 18 M 
tailroad, 13 May 
Southern States Co-operative, 
Inc., 11 N 
State Department, 20 M 
Television, 11 S, 18 M 
Tire and rubber company, 158 
Travel agency, 21 M 
Zoo, 15 Ju 


63 





Secretary in six languages, 27 O 
Secretary or Houdini? 27 J 
Secretary to 
Allen, Steve, 118 
Corwin, William M., 11 N 
Gallop, George, 13 O 
Goss, Dr. Leonard J., 18 Ju 
Morgan, Lloyd, 13 M 
Phillips, Dr. Wendell, 15 F 
Schwartz, David, 18 8 
Thompson, Edward K., 9 J 
Wiley, Senator Alexander, 
20 O 
secretary to 
Broker, 18 M 
Cook & Sons (Philadelphia), 
21M 
Doctor, 19 M 
Editor, 20 M 
Explorer, 15 F 
Greeting cards manufacturer, 
7D 
Hollywood columnist, 24 O 
Jonathan Logan, 18 S 
Life magazine editor, 9 J 
Museum curator, 18 M 
Political scientist, 13 O 
Rental agent, 30 M 
Ringling Brothers manager, 
13 M 
U. S. senator, 200 
Veterinarian, 18 Ju 
Secretary with a double life, 
11 N 
Secretary with the 
show on earth, 13 M 
Secretaryship as a Career Field 
48 D 
Senator's secretary, 20 O 
Seniority, 51M 
She knows how you'll vote, 13 O 
Short for what” 14 (63) N 
Shorthand, 
Anniversary vs 
plates for TS,5 M 
Application and obligation, 
forms for, 6 May 
Awards, see Order of Gregg 
Artists 
Bi-lingual Secretary, 48 D 
Bordeaur and Marseilles, 
forms for, 6 O 
3rush-up suggestions, 37, 38 
May 
Clockwise a in named, why, 
6M 
Confuse and reduce, 4 A 
Contests, 1, 34 D 
Dictation records, 21 J 
Diphthongs, 4A 
Ellipse, basis of Gregg alpha- 
bet, 8 May 
Forms for names governed by 
pronunciation in Webster, 
60 
Longer outlines, reason for, 
6N 
Longer outlines have in- 
creased speed, 6, 63 N 
Penmanship drills, 23 N, 21 D 
Short cuts, 5 N 
Speed building, 21 J 
Speed tests, 37 S: 41 O; 43 N; 
40 J; 43, 44 F;: 45 M 
Study methods, 37 S, 23, 43 N; 
21 D, 39 J, 43 F, 37 May 
Technical terms, 22 O, 22 N, 
33 D, 16 J, 22 F, 38 M, 38 A, 
16 May 
Tests and drills, see Flash 
readings, OGA tests, Tran- 
scribing Speed Practice 
Theory tests, 41 0 
Vocational competency, 37 
May 
Vocabulary development, 43 N 
See also Order of Gregg 
Artists, Rader, and Ulrich 
Shorthand Reporting as a Ca- 
reer, 48 D 
Siesta in Mexico, A, 12 J 
Signing job application makes 
no contract, 6A 
Signing letters for the boss, 6 N 
Silberman, J. D., 
Resourcefulness—Acid test of 
a good secretary, ee 
r, Kenneth (owner Services 
Unlimited, Inc.), 25 F 
Simple, or parol contracts, 7 
May 
Single or double L? 10 (40) D 
Ski week in Canada, A, 13 J 


greatest 


Simplified 


Slagle, Evelyn K, C. P. S., 

Around the world in my pos- 
ture chair, 38 O 

Slotkin, Stanley (head of Abbey 
Rents), 30 M 

Smith, Eula Mae (organizer of 
first legal secretary associa 
tion) 61 N 

Smith, Mary (SecTray pate 
tee), 2258 

Something for the birds, 35 Ma) 

Something to remember, 40 

Special meanings in phrases 
(45) May 

Specialization, The age of, 29 1 

Speech-making suggestions, 
M 

Speech outlines for all occ: 
sions, 64 M 

Spelling, 14 S, 18 O, 14 N, 5, 10 
D, 14 J, 18 F, 26 M, 27 A, 22 
May 

Spending guides, 62 A, 56 May 

Split-level secretary, 115 

Splitting words, 18 (54) O 

Sports Atlas of America, 45 J 

Spring is in the air, 35 M 

SS, meaning of, 6S 

Standard Vacuum Oil Company 
adopts automation, 23, 58 M 

State Department secretary, 20 
M 

Statement of ownership, man 
agement, and circulation, 47 D 

Stenographic occupations, 48 D 

Stewart, Marie M., 
How to write short notes for 
the boss, 16 N 

Strategy, 42M 

Surveys, (bosses' “‘peeves’’) 22 
pe (employment) 2 May; 
(noise abatement), 59 M; 
(pencil needs) 54 May; (secre- 
tarial job opportunities) 16 M; 
(TS readers’ report) 16 8S; 
(work performance) 2 M 


TAT, see Typing Accomplish- 
ment tests 

Tact: A basic ingredient, 5 May 

Take a tour, 17 May—by air, 20 
May; land, 19 May; sea, 

19 May 

Taming of ‘‘Sergeant’”’ Peterson, 
the, 41 F 

Tape recorder, How to use, 64 M 

Tarantola, Rose Marie (secre- 
tary at Bronx, New York, Zoo, 
15 Ju 

Television secretary, 118 

Temples, tombs, and typewrit- 
ers, 15 F 

10 ways to get along with your 
boss, 22 J 

“Thank you for calling...’? 28 J 

They all end with ‘‘eat,’’ 18 (58) 


They rhyme with “‘horse,”’ 22 
(45) May 

This cat has ten lives! 14 (55) S 

Thompson, Joy (secretary at 
Ogilvy, Benson, and Mather, 
advertising), 22 M 

Time for a change, 11 Ju 

To keep or not to keep, 49 F 

Today’s Secretary Goes Shop- 
ping, 34 S, 34 O, 34 N, 14S, 30 
D, 3% J, 38 F, 39 M, 39 A, 32 
May, 34 Ju 

Today’s Secretary goes to Life, 
9 J 


Touch of diplomacy, A, 26 F 

Transcribing speed practice, 41 
S, 45 O, 47 N, 39 D, 43 J, 47 F, 
49 M, 47 A, 41 May, 43 Ju 

Transcription center at Stanvac, 
58 M 

Travel by land, 19, 23 May 

Travel with ease: AAA services, 
24, 50 May; cancellations, 24, 
50 May; confirmations, 24, 50 
May; credit cards (air, car 
rental, food, gasoline, rail 
transportation, rooms) 23, 24 
May; hotel and motel guides, 
24, 50 May; ‘‘package vaca- 
tions,”’ 51 May; refunds, 24, 
50 May; reservations, 24, 50 
May; tipping, 51 May; travel- 
er’s checks, 24 May; Universal 
Travelcard, 24 May; Western 
Union room-finder service, 50 
May 


Troneck, Anne, 
Banking terms in Gregg Sim- 
plified, 16 J 
TV secretary, 18 M 
Two lives with a single plan, 29 
N 
Two new looks for summer, 32 
Ju 
Typewriter in Business, The 
(movie film by Remington 
Rand), 2 J 
Typewriters and typing, 
Air mail, placement of, 78 
Alphabet as a typing speed 
drill, 6 D 
Asterisk, position of, 75 
Attention lines, 6 D, 6 May 
Awards, 38 S; 42 O; 44 N; 40 
J; 43, 44 F; 45 M; 43, 44 A; 
10-45 Ju 
Blickensderfer typewriter, 4 


“Blind” carbons,60,4J,6A 
Carbon-copy notations, S, 6 
oO, 43, 6 FF, 6 A 
Carbon-eopy smudges, Reme- 
dies for,68S 
Company name on carbon 
copies, 4A 
Corrective typing drills, 17 O, 
13 D, 29 F, 19 A, 38 May, 
22 Ju 
Dividing names at end of line, 
60 
Electronically equipped IBM's, 
62 N 
Elite vs pica type typewriters, 
6S 
Fingernail length for typists, 
5D 
Height of chair and table, 18 J 
Inside addresses, 5 M 
Letter placement problems, 7 
Ss 
Letter styles, 8O 
Margins of legal papers, 4 M 
Music notes on the typewriter, 
iF 
Numbering pages of legal 
“ documents, 8, 48 May 
Placement problems, 7 8, 6 O, 
6 May 
Quoted matter, style for, in 
typing a letter, 6 F 
Registered, placement of, 75 
Rhythm development, 5, 6 M 
Second-page running head 
when inside address is be- 
low signature, 6 D 
Smudges on carbon copies, 6 
Ss 
Stencil repairing, 5 D 
Subject lines, 6 May 
Tabulating without arithmeti- 
cal calculation, 48 
Tips to typists, 5 N, 45 J 
Typewritten signature place- 
ment, 60 
Typewriting tests, 39, 41 S; 
43, 45 O; 45, 47 N; 36, 39 D; 
41, 43 J; 45, 47 F; 47, 49 M; 
45, 47 A; 39, 41 May; 46, 48 
Ju 
Typing drills, see Fred Wing- 
er and Competent Typist 
tests 
“Typing Drills’’ (Lloyd, 
Rowe, and Winger), 38 May 
Typing speed on a portable, 
4F 
Underscoring on the machine, 
4A 
See also Equipment and Sup- 
plies, Order of Artistic Typ- 
ists 
Typewriting tests, 
Arrangement, see OAT tests 
Speed, see TAT and Compe- 
tent Typist tests 
Typewriters that ‘‘read,”’ 62 N 
Typing Accomplishment tests 
and awards (TAT), 44 N; 43, 
44 A 
Typing occupations, 48 D 
Typing Simplified (Remington 
booklet), 458 
Typing therapy, 
Correcting consistent error 
patterns, 18 A 
Correcting faulty hand pat- 
terns, 12 D 
Corrective techniques, 16 O 
Fighting distractions, 22 Ju 
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Machine manipulation, 28 F 
Ulrich, Florence Elaine, 
Advance your secretarial ca- 
reer, 45 M 
Certificate of vocational com- 
petency, 37 May 
Down the home stretch, 43 F 
Grand opening of the 44th in- 
ternational OGA _ contest, 
34 D 
Have a successful new year! 
39 J 
Passports to successful ca- 
reers, 37S 
Positive vs 
tudes, 43 A 
Practice makes perfect short- 
hand, 43 N 
Results of the forty-fourth 
annual OGA contest, 40 Ju 
Your investment, 41 O 
Inderhill, Ginie (secretary to 
William M. Corwin), chosen 
for Appointment with Today’s 
Secretary, 11, 25-33 N 
Insimplified spelling, 18 (54) O 


negative atti- 


facation suggestions, 36. 56 
May; Winter, 12, 13 J 
facations can be fun, 21 May 
falue of education, The, 11 A 
Jan Zandt, Virginia, 
Food engineering terms in 
Gregg Simplified, 38 A 
Vassar Institute for Women in 
Business, 53 O, 45 M 
Vocational competency certifi- 
cate, 37 May 


Wanted: Adverbs, 14 (55) J 
Bright eyes, 27 (63) A; Hy- 
phens, 10 (40) D:; Vowels, 26 
(54) M 

Ward, Richard E., (secretary to 
Senator Alexander Wiley), 
Life on Capitol Hill, 20 O 

Wardrobe planning (ten rules), 
37 M . 

Waterman, Helen, 

Dateline: Hollywood, 24 O 

What can I do about my com- 
plexion’? 30 May 

What inserting one letter will 
do, 27 (63) A 

What is a secretary? 2 M 

What makes a good letter? 45 F 

What makes a good secretary, 
9A : 

What makes a secretary profes- 
sional’ 10 O 

What's my line? 18S 

Whitcomb, Helen 
Curling cues for a smart set, 

32 S 
Let color go to your head, 36 
F 


Lovely outlook for holiday 
fun, 28 D 
Make-up magic, 32 O 
Secretary with the greatest 
show on earth, 13 M 
What can I do about my com- 
plexion? 30 May 
White, Dorothy, 
How to be the new girl, 24 M 
How to treat the new girl 
25 M 
Secretary or Houdini’? 27 J 
Wiley, Senator Alexander, 20 ¢ 
Will you be the office thief’s 
next victim’ 43 O 
Winger, Fred, 
Typing therapy, 16 O, 12 D, 
28 F, 18 A, 22 Ju 
Wolter, Anne, Easy way, The, 
24 Ju 
Words can be teasers, 14 (55) S. 
18 (54) O, 14 (63) N, 10 (40) D, 
14 (55) J, 18 (58) F, 26 (54) M, 
27 (63) A, 22 (45) May 
Work performance survey, 2 M 
Wright, Connie (secretary to 
Dr. George Gallop), 13 O 


Yarnell, Lucy Mae, 
Something to remember, 40 N 

You, too, can write! 22 A 

Your boss looks at your shoes, 
57 A 

Your Clothing Dollar (Money 
Management series, House- 
hold Finance Corporation), 
56 May 

Your type is showing, 18 Ju 














